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Introduction

Banksia Montessori School Inc. acknowledges the use of Department of Education of WA policies in
the production of this Policies and Procedures document.

The policies in this document may be updated or revised from time to time without the School
notifying interested parties each time the policies are changed. Therefore interested parties are to
contact the School Administrator to ensure they are reading the most current version of this
document.
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1 Admissions, Enrolment and Attendance Policy
1.1 Introduction
Banksia Montessori School provides education for children between the ages of 3 and 6 years and is
predominantly based on the principles and practices of Dr Maria Montessori. In keeping with these
principles, children are admitted as soon as possible after their third birthday, dependent upon the
availability of places. Children must be fully toilet trained prior to commencing at Banksia
Montessori School.
The school admits students of any race, nationality, ethnic origin, ability and religion. Places are
offered based on the following criteria:
M age
9 readiness of the child
I sibling (provided the child will be concurrently enrolled)
f intention to keep their child at the school for at least 2-3 years
I demonstrated commitment to or understanding of Montessori Education
I willingness to be involved in the school community
i application date
1.2 Enrolments

The following is intended as a guideline for the process of offering places to potential students at
Banksia Montessori School. Modification of these guidelines may occur due to the circumstances
of an individual family or child, or the school itself. Enrolments, together with the Principal and the
School Council have full powers, in accordance with approved guidelines, to make decisions and
perform tasks pertaining to applications for enrolments.

i After an initial inquiry to Enrolments, where any questions regarding the school are answered,
prospective families are directed to the school website for further information
(www.banksia.wa.edu.au) or sent out further general information about Montessori Education
and Banksia Montessori School, if unable to access the internet information.

I On receipt of a completed Application Form (available from Enrolments or downloaded from
the website) together with the non-refundable Application Fee of $100, the family is placed on
the wait list in application date order for a place the term after their child turns three years of
age (please note that a completed Application Form does not guarantee a place at the school).
Families are informed that they will be notified of Parent Information Nights held
approximately three times a year and they are encouraged to attend when at all possible.

f Interviews will generally be conducted in Term 3 for positions available for the beginning of
the following year, or as a position becomes available throughout the school year in the term
prior to the commencement date. Interviews are offered by application date order and it is
expected that both parents (wherever possible) and the child attend.
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The interview is carried out by the Principal and Enrolments. The role of the Principal is to
assess the families' knowledge of Montessori Education and the suitability and readiness of
their child to this method of education. Enrolments role is to outline the parental commitment
required by the school and fee structures.

Following the completion of an interview and taking into account the above selection criteria,
positions are offered in writing and via telephone to successful candidates. An offer is
accepted by returning the completed Enrolment Form and non-refundable Enrolment Fee of
$900 within a period of 7 days. The non-refundable Enrolment Fee for siblings is $500.
Generally places are offered at least a term before the child would be due to start, although
this may not always be possible.

Following acceptance of a place, parents are sent an Enrolment Form to complete and return
to the school prior to the child commencing, along with a copy of the Parent Handbook. A
copy of the child's immunisation record and Birth Certificate is also required prior to
commencement.

Orientation Day is held in Term 4 for incoming students for Term 1 of the following year. If
commencing during the school year, individual arrangements are made for orientation
between the parents and Enrolments.

Dependent upon the number of students commencing at the beginning of any term, start
dates at the school are staggered over a 2 week period to allow for ease of transition into
school life. This information is relayed to parents prior to the child starting school.
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1.3 Attendance

1
1

Three year olds attend 4 to 5 mornings per week from 9am — 12 midday.

Extended days are offered to older students. As a guideline, once a child turns four years old,
at the discretion of the Principal and the parent, and dependent upon the child's readiness, the
child progresses to Transition, whereby he or she attends 3 half days and 2 full days (9am to
3pm). Hours are then gradually increased over a period of time to 5 extended days a week for
pre-primary students.

Term fees are $2,050 per child for Option 1 Families (minimal Parent involvement) and $1,770
per child for Option 2 Families (Moderate parent Involvement). This is a flat rate for students
attending both half days and full days. A discount of 20% is applicable for siblings enrolled in
the same year.

1.4 Absence

f

If a child is ill, the parent/guardian is required to contact the school prior to 9am to notify of
the child's absence and maintain regular contact with the school if there is to be a prolonged
period of absence due to illness.

If the child is to be absent for any other reason, parents are required to notify the school as
soon as possible. Acceptable excuses for absence other than illness include:

0 medical and dental appointments;

danger of being affected by an infectious or contagious disease;

temporary or permanent infirmity;

events of cultural significance including births, deaths and related ceremonies;

other events approved by the Principal; and

O O O OO o

any other unavoidable and sufficient cause.

An Absent Notification form is to be completed and returned to the office as soon as possible
during or after the absence.

Children who are not of compulsory age but who are enrolled at Banksia Montessori School
are subject to the same participation requirements as students of compulsory age.
Attendance and participation requirements for a particular child of non-compulsory age may
be modified to meet his or her specific needs. This is arranged by negotiation between the
Principal and the Parents/caregivers.

Most absences will be excused and require no further follow up. Where absences are of
concern due to their nature or frequency, the school will involve the parents and the student
as appropriate in developing strategies to improve attendance.

The School Attendance Register is marked twice daily.

Any unexplained absence is followed up immediately by the following procedure (flowchart):

16 August, 2016
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School Attendance Registry

f Check 1: Student Present?
Yes No
v
N Marked off in School 4¢—— Yes Notification of Absence Present?
q Attendance Register (email, phone or absent note)
g 1
A
Yes ? No
| oK v |
School Attendance Registry | Contact A) Unsuccessful contact attempts +

Check 2: Student Present?

No

Notice of early collection?

1
No

Parent/Guardian

prolonged absence

|
No Contact

y

Contact Emergency
Contact Person

A) Notify DES
B) Lodge incident report with DES

|
OK

L,

Search School Premises:
Student located?

’—1‘

B) Unsuccessful contact attempts +
missing student

Contact Police

Figurel: Absence of a child follewp procedure

Flow Chart Description

= =4 -4 -

If none found then staff contact Parent/guardian by telephone

Staff check for any notification of absence — email, phone message or absent note

If unable to reach first contact then Emergency Contact person telephoned

If unable to contact or establish reason for absence that is prolonged then notify DES
(Department of Education Services)

9 If a child is marked present at the first daily attendance check and then absent at the second
attendance check (with no notice of the child being collected) the following procedure will

apply:

0 Staff undertake a thorough search of the school and surrounding property

0 If student not located then Staff contact Parent/guardian by telephone to inform of

absence

If unable to reach first contact then Emergency Contact person telephoned

Police are contacted to advise of a missing student and all assistance provided to assist in
locating the student
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1.5 Enrolment Transfers

Children leaving the school to enrol at another school will be recorded as having left the school on
the Enrolment Register.

If a Transfer Note has not been received from the receiving school within 14 days of the following
school weeks then the student will be reported to DES to be entered on the Student Tracking
System.
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2 Parent Involvement & Reward Policy

2.1 How Does it Work?

Banksia is but a small, non for profit school and thus relies on the help of parents and the
community. However to accommodate parents who do not have time to help out Banksia has
introduced 2 sets of fees to reflect the level of Parent Involvement.

Tuition Fees Option 1 — Minimal Parent Involvement

Option 2 — Moderate Parent Involvement

2.2 List of activities for Option 2 Parents

Every family choosing Option 2- Moderate Involvementttracting a lower tuition fee, has to fulfil a
set of mandatory duties as well as at least 2 extra activities. Examples of extra activities families
may be requested to complete are outlined in the second table below. Parent contribution is
recorded by the School Council and based on to the School Administrator.

The fees are reviewed and set each year by the School Council.

Mandatory Duties for all Parents Choosing Option 2

Task Hours (approx.)

Busy Bees 3 to 4 hours per term (usually held on the last Sunday before
term start) or make up equivalent hours during term.

Parent Council Meetings Attend at least 1 Parent Council Meeting per term of the 2 or
3 usually held in each term.

Bunnings sausage sizzle Each family to attend at least 1 shift of 2 % hours, once a year.

Other fundraising activities Participate in other fundraising activities such as selling
chocolates, selling entertainment books, selling Kidsabuzz
books, etc.

Extra activities At least 2 extra activities per year, examples of which

provided in the table below.

Examples of Possible Extra Activities

Hours (approx.)

Library duty 15 min. every Tuesday morning for 1 term (8:45 to 9 am)
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Task Hours (approx.)

Organising Fundraising Activities

Be part of a fundraising work group to organise 1
fundraising activity (e.g. Bunnings Sausage Sizzle, Garage
Sale, Mother’s Day High Tea, etc.). Depending on the hours
needed each working group will consist of 2-3 members

Parent Helper for Excursions

4 hours per excursion

Morning Relief for EAs

4 hours per morning

Organise Busy Bees

6 hours for 1 person, or 2 people 3 hours each, spent
organising the busy bee, buying materials for the busy bee
and attendance on the day.

Maintenance task

As defined by School Administration after approval from
the School Council.

Depending on need, 1 to 3 hours per year

Update Facebook Page

2 hours per term

Marketing activities

As defined by School Administration after approval from
the School Council.

Depending on need, 1 to 3 hours per year.

Example Voluntary activities for all Parents

Task Hours (approx.)

Parent Information Nights

All parents are strongly encouraged to attend the parent
Information Nights on all 3 topics (life skills & sensorial,
maths, language), preferably in the first year at the school

Social Events

Organise or come to a coffee morning, join the yearly
family picnic, join the sausage sizzle after term 1 busy bee,
etc.

2.3 Being a School Council Member - General Rules

Option 2 Parents are encouraged to nominate themselves for a council position. This is on a

voluntary basis.

I Only one member of a family can be represented on Council at any point of time.

I The above recommendation becomes invalid if there are no volunteers for a position.

9 If there are two or more candidates for a Council position, the candidate who has not been a
Council member before will assume the role.

I Should the council position role not be actively carried out, the family is considered as a
Option 1 family. This will be voted in council meeting.

I The Council has the final decision on whether a family fulfils their Option 2 obligations.

16 August, 2016
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2.4 Recruitment Reward

9 A one-off reward of $100 is given to a family who recruits a new family to Banksia Montessori
School;

I This will only occur once the new family has paid the enrolment deposit as well as the fees for
the first term;

I This reward applies to one child only per family, regardless of whether that child is already
receiving a reward.

2.5 Administration

Parents who want to change during the year from Option 1 to Option 2 or vice versa have to inform
the School Office in writing (e-mail is accepted) 1 term prior to the term commencing.

The Bookkeeper will be advised and the change applied to the following term’s tuition fee invoice.
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3.1

3.2

Staff Induction Policy

Introduction

Newly appointed employees at Banksia Montessori School will undergo an induction process that
introduces them to the School and their direct worksite. In most cases, the process should begin
within first few months of the appointment of a new member of staff regardless of start date.

Induction may be defined as the formal process of familiarising employees with their roles,
responsibilities and entitlements, and orientating them to applicable workplace and organisational
policies, resources and support services.

A supportive and effective induction program welcomes newly appointed employees and
accelerates a sense of acceptance and belonging to the School. It delivers key information about
the School Vision and Mission, culture, values and policy settings to guide responsible and
appropriate behaviour and decision making.

Staff induction also provides newly appointed staff with an understanding and appreciation of the
specific requirements of their job and knowledge of the functions of their work area.

Process

New employees will begin their process of induction with an interview with the Principal. Upon
receipt of, signing of and subsequent return of their contract of employment, as per the National
Employment Standards (NES), a copy of the Fair Work Information Statement must be made
available to the new staff member.

T All new employees are to also receive:

f the relevant Australian Tax Office documents regarding tax thresholds;

I documentation pertaining to the payment of superannuation into a fund(s) of their choice; and
1

documents that allow the school to pay their after tax salary into a bank account of their
choosing.

New staff are to submit the documents to the School Administrator at least seven (7) days prior to
the next pay cycle or they risk being taxed at the highest tax level until this is done.

Following on from the initial interview, signing of contractual documents and distribution of the
other relevant documents as noted above, an induction meeting with the Principal, for each new
employee in attendance, will occur.
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The Induction Meeting will include each of the following:

1
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An introduction of all people present and their roles;

The clear expectations of the Principal for all employees of the School;
A brief history of the School;

The Vision, Mission and Ethos of the School;

Administrative Matters, leave, sick leave and Superannuation;

Staff Policies and Procedures and distribution of a Staff Handbook;

Security Matters including access onto site, passwords and codes for alarms, keys for entry and
safe practices for after hour’s entry and use of facilities;

School Timetable details, Staff Duties, General Daily Procedures; and

General Staff information such as Tearoom organisation, amenities charges, First Aid,
Occupational Health and Safety, Evacuation Procedures, Employee Parking and Insurance of
personal property.

3.3 Responsibility

The Principal shall:

1
1

provide induction for all new employees within the first few months of appointment;

inform new employees of all relevant legislation and school policies that govern their roles and
responsibilities;

familiarise new employees with their job requirements and the school’s systems and processes
relevant to their position; and

promote the school’s vision, mission, culture and values through reference to the various staff
related policies and procedures within the school.

3.4 Staff Induction Checklists

3.4.1 Prior to commencement

1. Plan and document the newly appointed employee’s Induction Program.

2. Confirm that the employee fully understands the contract and has returned a signed

original copy for his/her personal file (duplicate to be kept by employee).

3. Discuss any special requirements of the employee (for example, any adjustment to the

workplace to address any employee disability) and make necessary arrangements.

4. Advise the employee of arrangements for his/her first day, including:

9 how to get to the School (including public transportation and parking options);
I work start time and whom to meet; and

9 access to the School.

5. Plan the formal induction for the new employee — dates, times and program.
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3.4.2 First Day

1.

© N o v B~ w N

10.

11.

12.

Ensure the employee completes and submits a Tax File Number Declaration and ATO
Withholding Declaration, if not already done so.

Staff Handbook to agree and sign.

School keys, security pass-codes etc.

Familiarise employee with school site.

Introduce employee to colleagues.

Provide a physical orientation of the workplace and description of the local area.
Discuss emergency procedures and emergency exits.

Discuss:
9 The Mission, Vision, values, goals and, policies and procedures of the School;

9 Workplace expectations and protocols (for example, cooperation and collaboration,
dress code, codes of behaviour, attendance at staff meetings, representing the School
externally); and

9 Professional development expectations and opportunities.

Provide information on work contract hours, meal breaks, applying for and taking leave and
so forth.

Explain how to use the School Internet, Email address book, School Telephone Directory
and provide school staff phone list.

Outline communication protocols and etiquette (style guides, communications with
Students, Parents, and School Council).

Outline email protocols and explain how to use the School photocopier, telephones and
camera equipment.

3.4.3 First Week and First Month

1.

Discuss procedures for:

First Aid

Fire

Health and Safety
Personnel and Payroll Staff
Library

Professional Learning

= =4 =4 -8 -8 =9

Explain Grievance Resolution policy and process

Inform new employee of school communication tools — Computer, Internet, Emails and so
forth.

Outline assessment and record keeping policy and requirements
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5. At end of Week 1, arrange an informal “catch-up” to share information and gain the new
employee’s perception of their work environment. Ask the new employee whether their
role is in keeping with their expectations and obtain any further information they may
need.

6. After one month, meet with the employee to record and verify their attendance and
participation in all planned induction activities that have occurred or are continuing.
Address any inconsistencies between the job in practice and the employee’s perception of
their role and working environment.
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4.1

4.2

Anti-Bullying Policy

Introduction

Banksia Montessori School does not tolerate bullying inside or outside the classroom and this policy
outlines the steps for managing any incidences of bullying that may arise and preventing any
further incidences. It is common for children to occasionally act aggressively towards other
children. Bullying occurs when there is an imbalance of power and in a class of mixed ages it is
important to ensure the school provides a safe, non-violent environment for all students by
managing behaviour in a positive way (see the Behaviour Management Polidy section 5 of this
document) and addressing bullying as it occurs. However the prevention and management of
bullying behaviour requires the resources of the whole community both inside and outside the
school.

Definition of Bullying

Bullying takes many forms, but can be best categorised under the following headings.

Emotional

excluding peers from groups
spreading rumours

stalking

== =4 4

interference with, or damage to personal property

Verbal
name-calling

constant teasing

racist comments

1
1
{ insults
1
{ sexist comments

Physical

T hitting, punching or kicking the victim
I taking or damaging the victim's property
Other forms of conflict, including teasing and fighting amongst peers are not necessarily bullying.

These may represent the normal dynamics of a particular friendship and children need to have the
skills to deal with these situations.

ALL CHILDREN AND ADULTS IN THE SCHOOL HAVE THE RIGHT TO BE FREE OF BULLYING
AND IF BULLIED, TO BE PROVIDED WITH HELP AND SUPPORT.
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4.3

4.4

4.5

4.6

Prevention of Bullying

Educating children and parents about bullying to bring about changes in knowledge, attitudes, skills
and behaviours that will help them to be free of bullying is a powerful preventative strategy.

The Principal will ensure the topic of bullying is covered by the children at least twice a year and
parent education resources and information evening will also be offered annually. Children will be
encouraged to play in a cooperative way and report any problems to the teaching staff.

Responsibilities of the School Community

It is the responsibility of all of the teaching staff, parents and children to personally abstain from
bullying others, to actively discourage bullying when it occurs and to give support to those who are
victimised.

Managing Bullying

Any incident of bullying is to be reported to the Principal or teacher in charge who will let all
involved know that bullying behaviour is unacceptable. A Behaviour Incident Report form will also
be completed (refer to AppendixC. Sample Behaviour Incident Repeéotmfor an example of this
form). For the first incidence of bullying, the behaviour will be dealt with on the spot. If the
behaviour is repeated, the parents of the children involved will be informed and given support in
dealing with the behaviour (information and strategies will be given). Should the bullying
behaviour persist the Principal will arrange an appointment with the parents of the child with the
bullying behaviour to determine the next steps. This may include seeking external support from
the Non-Government School’s Psychology Service, for example. It is important the family and
school staff work together to ensure the behaviour ceases.

Should these steps prove unsuccessful, it is important other children are protected from the
bullying behaviour. In extreme cases the child may have to be suspended from the school while
external support is sought by the family to ensure behavioural change.

Summary

Banksia does not tolerate bullying
bullying will be discussed as part of the curriculum twice a year minimum

a parent education night will be offered regularly

= =4 —a -

any incident of bullying will be dealt with in the following manner:

7. the Principal/teacher will be informed

8. all parties will be told bullying is not acceptable

9. a Behaviour Incident Report form will be completed

10. for repeat behaviour the parents will be informed and given support

11. for further repeat behaviour a meeting with the parents will determine the next steps
(e.g. external support)

12. in extreme cases the child may be suspended
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5.1

5.2

5.3

Behaviour Management Policy

Introduction

This policy outlines Banksia Montessori School's behaviour management strategies and how the
school deals with bullying. It is the Principal’s responsibility to ensure the school provides a safe,
non-violent environment for all students by managing behaviour in a positive way and addressing
bullying as it occurs.

Behaviour Management

At Banksia Montessori School there is a special atmosphere of cheerful orderliness, calmness and
purposeful work, providing children with a caring and enriching environment. The activities are
designed to encourage independence, self-motivation, self-discipline and decision making and
develop a positive self-concept and love of learning. Children work at their own pace without
competitiveness in “work” that is the self-chosen activity of each child. There is a strongly
developed work ethic that fosters respect for others and one's own work, with no rewards and a
freedom that is tied completely with self-imposed discipline.

For children who are learning to develop their own self-discipline and so behave in an inappropriate
manner, the teacher follows a series of steps in managing the behaviour:

I for minor issues or the first evidence of the inappropriate behaviour, the child is removed to a
thinking chair to consider their actions

f for children who engage in more serious inappropriate behaviour that involves hurting other
children or destroying property, a Behaviour Incident Report form will be completed and the
parents will also be informed

I for ongoing serious inappropriate behaviour, a plan of action will be developed with the
parents at the teacher's discretion. This may include accessing other places of support (e.g.
the Non-Government School’s Psychology Service). This plan will be documented and agreed
to by both the teaching staff and the parents

I should the plan of action not result in any improvements, further steps will be taken. This may
include suspension from the school, while outside agencies are sought to improve the situation

Summary

1 Minor issues ofirst inappropriate behaviour: use thinking chair

I More serious inappropriate behaviourcomplete Behaviour Incident Report form and inform
parents

1 Ongoing serious inappropriate behaviourdevelop documented plan of action with parents.
May include other support

9 Further steps as necessary
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6 Child Protection Policy
6.1 Introduction
All children have the right to be protected from harm. Teachers owe children a “duty of care” while
at school. Banksia Montessori acknowledges the responsibility to protect the children when they
are in the premises and to intervene when their welfare is at risk.
With the introduction of a new government legislation (Community Services Amendment 2008 —
Reporting Sexual Abuse of Children), teachers are mandated to report on child sexual abuse. Other
forms of abuse shall be reported by the Principal or head of the school.
6.2 Staff Recruitment
The above commitment and regulation has impacted on Banksia’s recruitment process. It is now a
part of the recruitment process to require every member of staff to obtain a Police Clearance and
Working With Children check. The school also does reference checks by phoning previous
employers. In addition, all parents working as volunteers at the school now must sign a
confidentiality declaration (see Duty of Care #licy in section 11 of this document). Mature
students who wish to do a practicum or work experience at Banksia now must complete the same
requirements as the school’s staff.
6.3 Definition of Child Maltreatment

Child abuse and neglett maltreatment of a child caused by the action or inaction on the part of a
person who has responsibility to care for a child that results in harm or injury to the child. The
maltreatment experienced may include one or all of the following:

1 Emotional abusean attitude or behaviour by a person towards a child that causes emotional
harm. It can include rejection or refusal to accept a child, terrorising, bullying, isolation,
continued belittlement and exposure to chronic or serious domestic violence. Emotional
abuse may be evidenced through disturbed behaviour or the impairment of the child's
emotional, intellectual or social development.

9 Physical abusephysical harm caused to a child. It includes injuries such as cuts, bruises,
burns, and fractures caused by a range of acts including beating, shaking, illicit administration
of alcohol and other drugs, attempted suffocation or excessive discipline.

I Sexual abusea wide range of behaviour or activities that expose or subject a child to sexual
activity that is illegal and/or inappropriate to his or her developmental level. These behaviours
include observation or involvement with inappropriate fondling of a child's body, making a
child touch an adult’s genitalia, showing pornographic material to a child, and sexual
penetration of the child.

9 Neglect:failure of a parent/caregiver to provide a child with the basic necessities of life. These
include adequate supervision, healthy food, suitable clothing, medical care and emotional
security.

In addition, adults responsible for children need to know that research indicates a substantial
proportion of abuse is perpetrated on children and youth, by other youth.
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6.4 Indicators of Child Abuse and Neglect

The following list provides some indicators of child abuse and neglect.

It must be noted that

children frequently show indicators from more than one category and the examples listed are not
necessarily exclusive to a single category of abuse. Any of these indicators may suggest that a
student is being abused, neglected or at risk of harm. However, indicators should be considered in
the context of the student's age, medical and developmental history and capabilities. In addition,
mental illness, substance abuse and domestic violence within families need also to be considered.

Physical Abuse

Physical Indicators

Behavioural Indicators

Bruises

Fear of adults

Burns

Frequent absences, with or without explanation
from parents/caregivers

Hair missing in tufts

Guarded or evasive answers to questions about the
causes of obvious injuries

Lacerations and abrasions, especially to
the eyes, lips, gums and mouth

Injuries that are not consistent with a child’s
explanation of them

Missing or loosened teeth

Disclosure of abuse directly to an adult or indirectly
to a friend

Self-mutilation

Fear of going home

Welts

Emotional Abuse

Physical Indicators

Behavioural Indicators

Depression

Aggressive or delinquent behaviour

Eating disorders, e.g. anorexia or bulimia

Attempted suicide

Lethargy or fatigue

Excessive complaining or passive behaviour

Symptoms of stress

Excessive Shyness or withdrawal

Evidence of drug abuse or dependence

Low self-esteem

Wetting, soiling or smearing

Fire setting

Psychosomatic complaints

Truancy or school avoidance

Deliberate harming of animals

Poor peer relationships
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Sexual Abuse

Physical Indicators

Behavioural Indicators

Bruises or bleeding from external
genitalia, vagina or anal region

Disclosure of involvement in sexual activity directly
to an adult, indirectly to a friend or in a disguised
way; e.g. “l know a person who... “

Blood stained underwear

Inappropriate expressions of affection

Pregnancy or fear of pregnancy

Inappropriate interest in sexual matters

Signs of pain, itching or discomfort in the
genital area

Evidence of sexual themes in artwork, stories or play

Urinary tract infections

Possession of pornographic materials

Promiscuity, exposure or sexual behaviour towards
others

Use of sexual language inappropriate to the child’s
age

Reluctance to change clothes in front of others

Wearing of inappropriate clothing

Fear states e.g. anxiety, depression, obsessive
neatness, socially withdrawn or overly compliant
behaviour

Poor peer relationships

Inability to concentrate in school

Neglect

Physical Indicators

Behavioural Indicators

Abandonment

Falling asleep in school

Poor hygiene

Poor school attendance, or alternatively constant
attendance at school even when sick

Lack of adequate or suitable clothing

Poor academic performance

Inadequate nutrition

Steals or begs for food or eats food from bins

Lack of medical or dental care

Dull, apathetic appearance

Constant fatigue

Engages in vandalism

Developmental delays

Engages in sexual misconduct

Untreated sores, boils or lice

Uses drugs or alcohol

Lack of adequate supervision

Early arrival at school or reluctance to leave
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6.5 What to Do to Protect Children

Should the teacher or another staff member suspect there is an issue of abuse or neglect, the
following steps are to be taken.

Step 1

The teacher (i.e. Mandated reporter) makes observations and keeps note of any concerns that have
led her to the belief that a report may be necessary. If a child discloses abuse and neglect, or
alleges sexual contact, a record is made. Before a mandatory report can be made, the teacher must
follow the school’s internal process.

Step 2

Observations of the child's disclosure are to be kept confidential. However, the teacher may wish
to discuss the disclosure with the Principal or consult with the Non-Government School’s
Psychology Service. Confidentiality is paramount and the disclosure of this information should only
be discussed with those in the school who are required to know.

Step 3

The teacher is to report all disclosures and strong concerns of abuse or neglect to the Department
for Child Protection (DCP). Banksia’s local DCP office is the Mirrabooka Office at 6 Ilkeston Place,
Mirrabooka WA 6061. Their phone number is 9344 9666. In addition, further guidelines with
regards to addressing concerns about child safety can be found on the DCP website at
www.community.wa.gov.au/DCP/Resources/Child+Protection/Addressing+Concerns+about+Child+
Safety.htmitsafety

The teacher/mandated reporter must maintain a written record of their communication with the
DCP and subsequent actions taken. The DCP will decide how to proceed and will provide feedback
to the teacher/mandated reporter. The teacher/mandated reporter should seek undertakings from
the DCP that they will be kept informed on the case, within the bounds of confidentiality.

The powers of the DCP under the Child Welfare Act 1947 include:

1 Apprehensiorwithout a warrant of children in need of car@nd protection

9 Interviewing the child: DCP has the authority to interview the child at school before contact is
made with the parent/caregiver. The child should have the option of having support at the
interview from a staff member of their choosing.

1 Removal ofthe childfrom the school:DCP officers may remove a child from the school if they
have the permission of the parent/caregiver or if they have apprehended the child. The
Principal should satisfy herself that all required conditions have been met before this occurs
and document all conversations.

1 Performing a nedical examination: The DCP may require that a medical examination occur as
soon as possible so that bruising, marking and other symptoms can be recorded for future
reference. This would normally take place at either Princess Margaret Hospital (PMH) or a
Community Child Health Services Centre. However, such an examination can only take place if
permission has been obtained by the parent/caregiver or the child has been apprehended.
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Strong concerns and disclosures of abuse and neglect from a person who is not the
parent/caregiver should be advised to the Police. The Principal should also notify the DCP as they
can offer support to the student and family, as well as risk assess other children in the community.

Step 4

If following a report, a family approaches the school, it is recommended that any interview be
conducted with a minimum of two school staff members present (e.g. The Principal and one other)
to provide support. The Principal should report all strong concerns and disclosures of abuse and
neglect to the parents/caregivers only on the advice of the Police or the DCP.

Step 5

The Principal should undertake ongoing support for the teaching staff, the students and anyone
else affected. The need for ongoing support could be necessary as the DCP's role may continue for
some time.
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6.6 Use of Technology

To protect children from unsuitable internet material, no child at the school will be allowed to
access the internet or use the school computer.

6.7 Summary

The Principal will be notified of any suspicion or disclosure of abuse and neglect and will follow the
prescribed steps, ensuring adequate documentation is kept.

6.8 Mandatory Reporting of Child Sexual Abuse

6.8.1 The New Legislation

Since 1* January 2009, the Children and Community Services Amendment (Reporting Sexual
Abuse of Children) Act 2008s been in effect and covers mandatory reporting of child sexual

abuse in Western Australia. This amendment forms part of the Children andCommunity
Services Act 2004

In Western Australia, the mandatory reporters of child sexual abuse are the following
professions in both the government and non-government sectors:

doctors
nurses
midwives

teachers
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police officers
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6.8.2 Definition of “Teacher”
The definition of teacher in section 124A of the Children and Community Services Amendment
(Reporting Sexual Abuse of Children) Act 2008 has been changed to read:
a. person who is registered under the Teacher Registration Act 2012, or
b. a person who provides ingttion in a course that is
() mentioned in theschool Education Act 19891B(1)(a), (b) or (e) and
(i) prescribed for the purposes of this definition; or
c. a person who instructs or supervises a student who is participating in an activity ¢hat is

() part of an edicational programme of a school under an arrangement mentioned in the
School Education Act 198924(1); and

(i) prescribed for the purposes of this definition; or
d. A person employed by the chief executive officer as defined Mailmeg Offenders Act 1994
s3 toteach detainees at a detention centre.

Only subsection (a) applies to schools. The other subsections relate to other forms of education.

Teacher assistants, school chaplains and school psychologists are examples of people who work
with children in schools that are not mandated reporters. However, all people working with
children, whether mandatory reporters or not, should continue to report reasonable beliefs
about all forms of abuse. These people who work with children also have a great knowledge of
the children in their care and can be included in the consultative process with the teacher in the
case of sexual abuse.

Please note that in the independent school sector, once a teacher has formed a belief based on
reasonable grounds, they are required to make the report to the DCP not the School Principal.
However, prior to forming a belief, the teacher may, if they wish, consult with colleagues with
specialist knowledge, for example, the Principal, psychologist, school counsellor, etc.

6.8.3 Definition of Sexual Abuse
Sexual abuse is defined by the Act in section 124A as:
G{ SEdzr f I 06dzaS¢ Ay NBtIFGA2y G2 T OKAftRI AyOf dzF
a. The child is the subject of bribery, coercion, a threat, exploitation or violence; or
b. The child has legower than another person involved in the behaviour; or
c. There is a significant disparity in the developmental function or maturity of the child and

another person involved in the behaviour.

This legislation is not intended to capture all sexual activity involving children and young people.
Reference should be made to Western Australian consent laws.
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6.8.4

6.8.5

Definition of Child

The definition of “child” is defined in section 3 of the Act as a person who is under the age of 18
years. In the absence of positive evidence as to age, a child is a person who is apparently under
18 years of age. Young people aged 18 and over are considered to be adults and are not
covered by this legislation. However, schools still owe a duty of care to all students at the
school. In these instances, police should be informed of any assault or crime against the young
person.

When Does a Mandatory Reporter Make a Report?

Mandatory reporters must report a belief, based on reasonable grounds in the course of their
work, paid or unpaid, that child sexual abuse has occurred or is occurring. This means that
teachers working outside of the school grounds are also required to report when working in
either a paid or unpaid capacity. For example, tutoring, volunteer teacher at a youth centre,
working as a Sunday school teacher.

Failure to make a report can incur a penalty of up to $6,000.

A mandatory reporter can form the necessary belief, based on reasonable grounds, by noting
the presence of indicators, disclosures, injuries, signs, symptoms and behaviours that heighten
concerns about child sexual abuse. Information on the indicators of sexual abuse is covered in
section 6.4 of this document.

Teachers may wish to consider the following questions to assist them in deciding if their belief is
based on reasonable grounds:

I Canyou describe the reasons why you believe a child has been, or is being sexually abused?
 What has the child said or done to suggest they are being sexual abused?

I Have you observed, or been told about, the presence of any of the possible indicators of
sexual abuse?

| Did the child disclose sexual abuse? What did they say happened? Who did they disclose to
and when?

I What other behaviours have you observed and/or interactions with the child are of concern
to you? What is the frequency and severity of the behaviour? How long has it been
occurring?
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6.8.6 How Does a Mandatory Reporter Make a Report?

A centralised Mandatory Reporting Service has been established to receive all reports of child
sexual abuse in Western Australia. This service is operational 24 hours a day, 7 days a week.

There are two ways to make a report - verbal or written.

A verbal report is preferred in the first instance, particularly if the teacher has formed a belief
that the child is still at risk of being abused, as it allows the Mandatory Reporting Service to
respond quickly, ask clarifying questions and gather as much information as possible. However,
it must be followed by a written report as soon as is practicable, usually within 24 hours. To
make a verbal report, the Mandatory Reporting Service can be reached on 1800 708 704.

Failure to follow up a verbal report with a written report as soon as is practicable may result in a
fine of $3,000. A written report form can be downloaded from the mandatory reporting website
www.mandatoryreporting.dcp.wa.gov.au.

If access to a computer is not available, the form can also be mailed out. Once the written
report has been completed, it can be returned using any of the following methods:

Email to: mrs@dcp.wa.gov.au
Fax to: 1800 610 614

Postto: PO Box 8146
Perth BC WA 6849

Once the report has been lodged, the mandatory reporter will receive a standardised letter.
This letter is proof that a report has been made and thus it is important that it is kept.

Once the report has been lodged, the Mandatory Reporting Service will assess the immediate
risk to the child, and determine the need for further child protection assessment and
investigation. A copy of the report is sent to the WA Police. The police determine if they need
to be involved on a case by case basis.

The mandatory reporter will receive a feedback letter advising them as to which DCP District
Office the report has been referred to, or whether no further action was recommended by the
Mandatory Reporting Service.
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6.8.7 Confidentiality and Legal Protection

The identity of the reporter is required to be kept confidential, except in limited circumstances.
Section 124F(2) protects a reporter’s identity from being disclosed. Disclosure of a reporter’s
identity carries a maximum fine of $24,000 and 2 years imprisonment.

There are exceptions where a reporter’s identity is permitted to be disclosed. Even where
disclosure is allowed, consideration will be given to ensuring the reporter’s safety has been
taken into account. Examples of when a reporter’s identity may be revealed include:

I The Mandatory Reporting Service must send a copy of every written report to the WA Police;

9 The WA Police may need to reveal a reporter’s identity in order to investigate or prosecute a
suspected offence;

9 A Department for Child Protection officer may need to reveal the reporter’s identity when
certain child protection, family law or adoption proceedings are taking place;

1 The reporter may have provided written permission for their identity to be disclosed.

A mandated reporter who is normally governed by a code of confidentiality or secrecy,
professional ethics, standards or principles of conduct (e.g. Doctor/patient) is protected from a
breach to this code if they are making a report in good faith. The legislative requirements of the
Act override internal school policies, professional codes or confidentiality requirements.

A mandated reporter is also protected from liability. If a report is made in good faith, they will
not incur any civil or criminal liability by making a report.

Indicators
Student Or

Other Information

Discloses *

Teacher
Forms belief based on
reasonable grounds

Feedback *
Including receipt number

A

Mandatory Reporting Service
(Department for Child
Protection)

Figure2: Mandatory Reporting Procedure
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Once a teacher has formed a belief based on reasonable grounds, they are required to make the
report to DCP. The flowchart above only shows what the teacher must do once they have
formed a belief. It does not include any consultation process with other school staff. The
school’s policy and procedure should ensure that it is clear that a consultation process may
occur prior to the teacher forming a belief.
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6.8.8 Where to Go for Information and Assistance

The Department for Child Protection is the agency responsible for the new legislation regarding
the mandatory reporting of child sexual abuse. The Mandatory Reporting Service has been
established by the Department to receive and investigate reports of sexual abuse.

The Department for Child Protection has established the following website
www.mandatoryreporting.dcp.wa.gov.au. Information on this website includes frequently
asked questions and a copy of the report to download.

The Mandatory Reporting Service can also be contacted via the following means:

Telephone: 1800 708 704

Email: mrs@dcp.wa.gov.au
Fax: 1800 610 614
Post: PO Box 8146, Perth BC, WA 6849

Related Documents:

1 Department of Western Australia Child Protection Policy

T Website: www.eddept.wa.edu.au/regframe/Documents/D001185848.pdf

I Department of Child Protection Website: www.community.wa.gov.au

I AISWA Policies and Procedures Guidelines for the Schools — Chapter 11: Child Protection
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Figure3: Suspected child abuse procedure
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7

7.1

7.2

7.3

Child Abduction Policy

Introduction

Police Definition:

G/ KAt R ! 0RdzO0 A ging off Gr detaiii®) a lcHddiagaidt hiOdr NeNwill by unlawful
T2NOS oé
This policy was written in line with the Child Abduction Response Plan of the Western Australian

Police (Sexual Assault Squad) and determines the actions that need to be taken in the event of an
attempted or successful abduction.

Other Policies Linked to this One

9 Child Protection
I Crisis Management
I Emergency Procedure

Process

Child/Parent Report

A child or parent makes a report to the teacher or parent/guardian. Reports may be of an
attempted abduction, suspicious activity, attempted assault or actual assault, stalking behaviour
(with or without a camera), or behaviour of a sexual nature such as an adult exposing him or herself
to the child(ren).

Teacher

The teacher who receives the report should immediately inform the Principal, passing on all
information reported by the child(ren). The information needs to include what actually happened
and descriptions of any persons involved. Please refer to Appendix D:Eyes on the Street Incident
Reportform for further information. Teachers who believe that a matter is sexual in nature, may
also need to submit a formal Mandatory Report (refer to section 6.8 Mandatory Reporting of Child
Sexual Abustor further information). Teachers are requested not to speak directly with the Media
or with any people not directly associated with the issue.
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Principal

The Principal, or delegate, should as soon as is practicable, call the police on 131 444 (or 000 if it is
an emergency) to lodge a formal report. When an incident is reported to the Police, please ensure
that an Incident Report Numberr CAD Reference Numbegiven and noted. This will ensure that
any police staff can locate the incident details.

The Principal must also ask the attending police officers if they believe that the incident should be
reported to other schools.

The School will then contact the parents if they have not already been informed. The Chair of the
School Council should also be advised of the situation. If the School deems this to be a “critical
incident” then the Department of Education Services (DES) must also be informed as per the
Registration Standards 2013.

So that other schools can be informed, schools are requested to send brief details of the incident to
Niki Preston, the Personal Assistant to the Executive Director of AISWA. Her email address is
npreston@ais.wa.edu.au (cc to cdcruz@ais.wa.edu.au).

The School may wish to involve the Non-Government School’s Psychology Service to assist the
child(ren) and families concerned. The Principal may also need to advise the School Community of
the incident by letter. A suggested letter is attached in Appendix E Sample Wording for Child
Abduction Response Plan Letters

Police Media have suggested the following areas that require specific attention by the Police, with
possible assistance from schools (if requested), in the event of an attempted abduction. The Police
will:

1. Verify the attempted abduction through independent corroboration (witnesses, consistent
injuries, video surveillance);

2. Organise for the child to attend the Child Assessment and Interview Unit as soon as practicable
for the formal interview process;

3. Organise for the child to attend the Forensic Imaging Unit to provide a composite image of the
offender;

4. Revisit the child and verify the story through retelling. If discrepancies arise, consider and
investigate the possibility of a false report; and

5. Advise Police Media Unit who will liaise with the Police Education Liaison Officer (and
Education Department Media) about the incident if it involves a school aged child or travel to
and from school.
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AISWA

AISWA will contact the Principals of other AISWA schools in the area, the Catholic Education Office
and both regional offices of the Department of Education. The Department of Education will advise
Police Media. AISWA will assist with any calls to the Association by the media or will, if requested,
provide assistance to the School. A sample email that may be sent to schools by AISWA is noted
below:

Subject: Child Protection Incident near <Location>

[A sentence or two with a brief descriptioof the event and/or the persors) involved
Police Media have requested that the description-gtentifies the alleged perpetratoi.

Please consider this information in the context of your school community and whether you
determine a communic&n to yourparents is neededYou may wish to consult the WA
Police Facebook Page or with your local police to determine the level of threat and if the
report is credible before deciding whether to proceed with a communicaidren a
communication is sent, thenstandard template should be used with a brief description of
the alleged incident.

NB Offenders and potential offenders are extremely mobile across the metropolitag area
please continue your professional vigilance in protecting your childrentsy andexit
times and wherthey are on excursions in the community at other times.

Report from Child or Parent

!

Teacher
(Report usually made to +
class teacher)

l Possible Mandatory Report

f

Principal

l

Advise
Parents, Police, Chairperson,
DES (if critical incident),
NGSPS and AISWA

Report to Police Email details to AISWA
Police Visit

Letter to Parents npreston@ais.wa.edu.au

DES Critical Incident Form cc cdcruz@ais.we.edu.au

Figure4: Child abduction response process
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7.4 Media

If schools would like assistance with dealing with the media they should contact the Executive
Director through her PA, Niki Preston, on 9441 1611 or npreston@ais.wa.edu.au.

AISWA recommends that Schools do hot make the first contact with the media.

7.5 Contacting Parents

In the event of an attempted or successful abduction a letter (see first letter in Appendixe: Sample
Wording for Child Abduction Response Plan Léttets be sent to all families by e-mail or given to
the children at the end of the school day.

The letter has been designed by the Western Australian Police, in consultation with DoE, CEOWA
and AISWA and contains protective behaviour messages. Whilst the police want parents and
students to be vigilant, they do not want a letter to cause unnecessary alarm. Therefore only
known facts are to be communicated.

It is the Principal’s decision, in liaison with the investigating police as to whether or not the
community requires notice of the even.

The Principal may wish to follow up with the relevant police officer to find out the outcome of the
investigation and then it may be appropriate to send parents a brief letter to provide closure about

the matter. Please refer to the second letter sample in Appendix E: Sample Wording for Child
Abduction Response Plan Letters

7.6 Record Keeping

Along with all notes taken by the teacher and Principal using the Eyes on the Street Incident Report
form (see Appendix D), it is essential that schools record the name(s), contact number and Incident
Report Number, or CAD Reference Number, given when the Police attend.

Please also note that, in the event of a successful abduction, unless a child is taken directly from a
school, the Police will not advise the school until parents and all other relevant authorities and
agencies have been contacted.

7.7 Eyes on the Street

The Eyeson the Street Incident Repdidrm (see Appendix D) is self-explanatory and it allows the
witnesses to an event to record their recollection of both the event and the person or persons
involved. The Principal is the person responsible for sending the Incident Report(s) to Crime
Stoppers. The Principal, or delegate, should still contact the Police if the School believes that the
matter requires Police intervention.
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7.8 Contacts
Queries regarding these guidelines may be directed to:

Craig D’cruz

AISWA Indusial Officer
Email: cdcruz@ais.wa.edu.au
Tel: 9441 1685

Senior Sergeant Mark Fleskens

State Coordinator Community Engagement Division
Email: mark.fleskens@police.wa.gov.au

Tel: 9222 1063

Sergeant Garry Corker

Police Education Liaison Officer, Community Engagement Division
Email: garry.corker@police.wa.gov.au or Garry.Corker@education.wa.edu.au
Tel: 9264 4531
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8 Grievance Resolution Policy

8.1 Introduction

Banksia Montessori School welcomes suggestions and comments from parents and staff and takes
seriously complaints and concerns that may be raised. This procedure outlines how complaints are
handled.

8.2 Definitions

Banksia Montessori School formally defines a complaint as “an expression of genuine
dissatisfaction that needs a response”.

)l

Complainant: an employee, parent/guardian or member of the wider community who makes
a complaint.

Complaint: the expression of dissatisfaction by a complainant regarding the actions or
behaviour of a member of the Banksia Montessori School Community who perceives that
action or behaviour as adversely affecting him or her.

Confidentiality: the requirement that matters that are part of a complaints resolution process
must remain confidential between the complainant concerned and any other parties who have
a legitimate interest in the process.

Procedurd Fairness: the concept of procedural fairness is derived from the principles of
natural justice. A process that demonstrates procedural fairness is one in which:

0 decision makers act fairly and provide reasons for decisions;

0 the person affected is given a fair hearing;

0 all parties to a matter have an opportunity to put their case where an adverse decision or
finding is made; and

0 all relevant arguments are considered and irrelevant arguments are excluded.
Resolution: an outcome of a complaint that is satisfactory to both parties.

Unresolved Complaint:a complaint that has not been resolved to the satisfaction of the
complainant.
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8.3 Key Principles

Banksia Montessori School has the following key principles for the handling of complaints:

1
1
1

= =4 4

The school is open to the concerns of parents
Complaints are received in a positive manner

Parents can expect to be taken seriously and can approach any member of staff about their
concerns

Information about complaints are clear and readily available

Concerns are dealt with speedily and those who have raised them are kept informed about
progress

It is not acceptable for pupils to receive adverse treatment because their parents have raised a
complaint

Clear confidential files and a log are kept
Confidentiality is respected and maintained so far as is possible
Resolution of the matter is sought

Staff training covers the handling of complaints

8.4 The Grievance Resolution Procedure

Banksia Montessori School is committed to the speedy and satisfactory resolution of all complaints
raised. The school acknowledges that the spectrum of complaints can be quite broad and thus this
policy has been structured to take account of all situations.

I Desired Path Issue Arises
Complaint Type A Cqmpla!nt Ty.pe B Complaint recorded in
Informal discussion with Staff, Formal discussion with relevant Complaints Log
Parent and Council Member parties and the Principal
No
) Written
> Is issue Is issue acknowledgement to
resolved? resolved? complainant within 5
Yes No working days
Yes l
Complaint Type C Correspondence
Ly Resolution Complaint formalised in recorded in Complaints
writing Log
Complaint Type D A T !
Involvement of independent Yes Yes
adjudicator, e.g.
- AISWA |
- Department of Education s DI X ith the Principal .
- Equal Opportunity No s |s|suz? |sct;si:|on W'I|tc}: ? rincipa Outcome.noted in
Commission resolved? and Council Chairperson Complaints Log
- Police
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8.5 Descriptive Outline of the Above Flowchart

Complaint Type A

In many situations, the “complaint” may simply be a misunderstanding between the two parties
involved and can be revolved via an informal discussion between these parties. In this instance, the
school maintains no official record of the complaint.

Complaint Type B

If Complaint Type A is not satisfactorily resolved or if the issue is deemed to be more serious, the
process for Complaint Type B is as follows.

A formal discussion on the issue is held between the relevant parties and the School Principal, with
each stage in this process being recorded in the Complaints Log. If the issue is not satisfactorily
addressed, the process moves to Complaint Type C.

Complaint Type C

A formal written complaint is sent to the Chair of the School Council. In addition, written
acknowledgement is sent to the complainant within 5 working days of the complaint being filed and
the issue is discussed at the following Council meeting.

All correspondence is noted in the Complaints Log.

Banksia Montessori School cannot entirely rule out the need to make third parties outside the
school aware of the complaint and possibly also the identity of those involved. This would only be
likely to happen where, for example, a child’s safety was at risk or it became necessary to refer
matters to the Police. The complainant would be fully informed if this were necessary.

While information relating to specific complaints are kept confidentially on file, it must be noted
that anonymous complaints are not likely to be pursued.

Actions that may be needed to be taken under staff disciplinary procedures as a result of
complaints, would be handled confidentially within the school.

Should the issue not be satisfactorily resolved and, as outlined above, if Banksia Montessori School
considers it appropriate to involve external parties in the resolution process, the complaint will
escalate to Complaint Type D.

Complaint Type D

Complaint Type D involves the use of an external independent adjudication process (see Disputes
and Mediationin section 8.8 below) which may include, but is not limited to:

1 AISWA
1 Police
i Department of Education

I Equal Opportunity Commission
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ComplaintRelating to the Principal
Should a complaint be about the Principal, the following process should be adhered to.

The complaint should be made in writing to the Chair of the School Council. The Chair then
discusses the complaint with the Principal while maintaining, as far as is practical, the
confidentiality of the complaint. The complainant is sent written acknowledgment of the complaint
within 5 days of the complaint being made and is provided with the date by which a response will
be issued. If a detailed exploration of the issue is needed, a letter or report is sent as quickly as
possible to the complainant, which outlines the outcome of the complaint and explains the
conclusion, the reasons why a particular conclusion was reached and any actions taken or
proposed.
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8.6 Resolution

Sometimes the very acknowledgement of an issue by the school brings relief to the complainant.
Satisfaction for a complainant may come from any of the following:

T Knowing that changes have been made and that matters will be different in future
' Knowing that the school is now alert to a possible problem

| Feeling that their concern has been considered seriously
1

An outcome which may be different from the one they sought, but which they perceive to be
well-considered

A considered letter

E ]

T An apology
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If the complainant is not satisfied with the outcome, the Principal or teacher will offer to refer the
matter to the Chair of the School Council. Alternatively, the complainant may wish to write directly
to the Chair who will examine matters thoroughly before responding. This may result in a positive
solution, but if it does not, the Chair will invite the complainant to a meeting. If the meeting does
not bring about a resolution, the matter would be referred for independent arbitration (see
Disputes and Mediatiom section 8.8 below for further details).

8.7 Training

Given the diverse nature of complaints, Banksia Montessori School will ensure that all staff,
including support staff, know how to carry out their responsibilities.

The school recognises and acknowledges a person’s entitlement to complain and hopes to work
with the complainant in the best interests of the children in the school’s care.
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8.8 Disputes and Mediation

I The parties to the dispute must meet and discuss the matter in dispute, and, if possible,
resolve the dispute within 14 days after the dispute coming to the attention of all of the
parties.

I If the parties are unable to resolve the dispute at the meeting, or if a party fails to attend that
meeting, then the parties must, within 10 days, hold a meeting in the presence of a mediator.

I The parties to the dispute must, in good faith, attempt to settle the dispute by mediation.

I The mediator, in conducting the mediation, must ;
0 give the parties to the mediation process every opportunity to be heard;

0 allow due consideration by all parties of any written statement submitted by any party;
and

0 ensure that natural justice is accorded to the parties to the dispute throughout the
mediation process.

I The mediator must not determine the dispute.

I The mediation must be confidential and without prejudice

If the mediation process does not result in the dispute being resolved, the parties may seek to
resolve the dispute in accordance with the Act or through legal proceedings.
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9 Criminal History Check Policy
9.1 Rationale
Banksia Montessori is implementing this policy to ensure that all members on the School Council
are screened for any Criminal History.
9.2 Aims
To ensure people in positions of authority do not have any criminal history.
9.3 Implementation

All Council Members are required to have a current National Police Clearance, which will be
processed and paid for by the School.

The process of getting National Police Clearances for all council members is undertaken after the
AGM, and again during the year as and when new members join the council.

New Council members must provide their full name, date of birth and driver’s licence number to
the School Administrator so that this can be undertaken.

This policy has been added to both the Staff Handbook and the Parent Handbook.
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10  Crisis Management Policy

Banksia Montessori School has a duty of care to manage a safe and healthy environment.

Emergency situations and Critical Incidents can happen anytime and these can have an effect on
students, staff and property.

These may include:

)l
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fire

storms

other natural disasters
bomb threats

injury

chemical contamination
hostage

suicide

The school is committed to minimising the impact of any emergency or critical situation through
proper planning and preventative procedures.

Policies and procedures in place to assist with this are:

f
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Emergency Procedure Policy

School Lockdown Policy

Duty of Care Policy

Child Protection Policy

Child Abduction Policy

Occupational Health and Safety Policy
Attendance Policy

School Excursions and Incursions Policy

School Maintenance
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10.1 Levels of Responsibility

The School Council is ultimately responsible to the school community for ensuring all safety
measures are adopted by the Principal and staff.

The Principal is responsible for:
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duty of care

ensuring daily attendance records are maintained

assessing risk

ensuring the evacuation plan is communicated and understood by all staff
ensuring evacuation plan is displayed and accessible

ensuring the current students list with phone numbers of parents are readily accessible

ensuring equipment like fire extinguishers are maintained regularly
coordinating evacuations drills

encouraging calmness amongst other staff during an emergency

communicating and liaising with proper organisations or authorities i.e. police, ambulance, fire

brigade

ensuring reasonable care is undertaken in employing new staff and welcoming volunteers

ensuring other staff know what to do in emergencies
informing parents should the need arise for them to pick up students
liaising with the School Council

10.2 Critical and Emergency Incidents

In the event of a Critical or Emergency Incident the school will complete and submit a Critical and
Emergency Incident Report to DES (Department of Education Services).

This form is available on the DES website (http://www.des.wa.gov.au/Pages/default.aspx) or by
contacting 9441 1900.
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11  Duty of Care Policy

11.1 Introduction

Schools and teachers owe a duty to take reasonable care for the safety and welfare of all the
students in the school. Duty of care exists when the teacher/student relationship is established.

This policy requires schools and teachers to take all reasonable steps to ensure the safety and
welfare of the students from both known and reasonably foreseeable risks of harm and/or injury.
In particular instances, non-teaching staff, volunteers and external providers also owe a duty of
care to students.

Banksia Montessori school's “Duty of Care Policy” covers areas not covered by other school
policies, such as care before and after school and child release policies.

11.2 Care Before and After School

The school opens its doors at 8.45am. It is the responsibility of the parents to care for their
children before this time, should they arrive early, ensuring that their children are not left
unattended. Young children must be accompanied by a parent/carer when coming to the school
building. Parents and children must leave the school grounds promptly. Playing and using
playground equipment after school hours is not permitted.

11.3 Child Release Authorisation

Parents normally pick up their own children from school. However, when this is not possible, the
parent may nominate someone else to pick their child up for them. This can be done by completing
the Child Release Authorisation and Family Court Orders/Custody Arrangesaetids of the
Enrolment Form.
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12

Police Clearance, Working with Children Check and Confidentiality
Declaration Form Policies

All teaching and non-teaching staff are required to have a current Police Clearance Check and a
Working with Children Clearance (WWC) before being able to work at the school.

The Working with Children (Criminal Record Checking) Act 2004 aims to protect children from harm
by providing a high standard of compulsory national criminal record checking for people wishing to
do paid, unpaid or volunteer child-related work in WA.

Parents involved in volunteering in their child’s school are exempt from requiring a WWC Check.
However, in situations where a parent volunteer fulfils a role that involves child-related work then
that parent is only exempt if their own child participates (or normally participates) in the activity.

All volunteers also need to complete the Confidentiality Declaration form before being allowed to
work in the classroom.

Duty of care extends to all aspects of safety, children's health, child protection policy, excursions
and incursions, risk management, and occupational health and safety.
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13 Emergency Procedure Policy

13.1 Emergency Procedure

STAY CALM - PANIC MAY CAUSE DEATH OR SERIOUS INJURY

The Emergency Procedure consists of the following steps:

1.

Sound one (1) continuous whistle blow to indicate the need for the evacuation of the entire
school.

Teachers and assistants calmly usher the children outside into the play area, away from the
building and towards the exit gate located near the letterbox, in an orderly manner.

The teacher-in-charge checks all the rooms including toilets to ensure there are no children
inside
If it is safe to do so, the teacher-in-charge collects:

9 the attendance records;

9 first aid kit; and

9 a mobile phone.

The teacher-in-charge also collects the Emergency Contact List, which is located on the wall
hook next to the sliding door fire exit

The teacher-in-charge joins the children and other staff in the evacuation area and checks the
attendance record to account for all children and staff.

The teacher-in-charge Dials 000 and informs the emergency services which service is
required.

The teacher-in-charge informs the required service that the school is a pre-school centre
located at:

17 CHATTON STREET, DIANELLA
off Ashington Street, which runs off Grand Promenade

It is important not to alarm the children — keep them as calm as possible
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14  School Excursions and Incursions Policy

14.1 Duty of Care

The school holds one excursion per school term, subject to Council approval. No hazardous
excursions are ever undertaken.

The Principal is responsible for ensuring the welfare and safety of all students during any incursion
or excursion and that adequate supervision is maintained at all times. The ratio of adults to
students on any excursion is not to be greater than 1 adult to 4 children.

All parent volunteers on an excursion need to sign the Confidentiality Declaration form, which is
part of the Enrolment Form.

Before any excursion, the Principal must check the venue of the proposed excursion to ensure it
complies with insurance and safety requirements, and the Council must check that the school's
insurance covers the excursion. The Principal also needs to make plans for any students with
disabilities or medical needs. For all excursions (except for school picnics) the students need to be
transported by a bus equipped with proper seatbelts.

14.2 Parental Consent

Parental consent needs to be given before a student can participate in an excursion. The parents
need to be given the following information before consent is obtained:

I an outline of the excursion including date, time, locality, drop off and pick up details, transport
and lunch requirements

9 the identity and number of supervisors and whether any of them will be volunteers/parents
(e.g. this may be an issue if the parents are separated and one of the parents has restricted
access to a child and is accompanying the excursion as a volunteer)

9 the itinerary and transport arrangements

I the name and phone number of the school contact (during school hours and after hours if
appropriate)

q full details of time, location and costs
9 details of the school’s emergency protocol (see the Emergency m®tocolsection overleaf)
I contact details for the parents for the duration of the excursions.

All completed consent forms are to be retained. Students without consent cannot attend the
excursion.
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14.3 Emergency Protocol

When undertaking an excursion, the Principal must bring:
T afunctional mobile phone
9 all the parents' contact details

I an authority for each student permitting medical treatment to be administered (i.e. a signed
Authority to Administer Medicatioform)

i details of any special medical requirements or allergies for particular students

I contact details for hospitals and doctors in the area in which the excursion is being held.
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15 Principal’s Reporting Requirements Policy

15.1 The Principal’s Role

The Principal is in charge of implementing the policies and goals set by Council and is required to
oversee the daily operation of the school.

The Principal is the educational leader of the school and is responsible for the learning environment
and delivery of a Montessori based education focusing on developing independence, responsibility,
self-motivation and adaptability in children.

15.2 Functions to be Performed by the Principal

In accordance with the Rules of Association and the Principal’s Employment Contract, the Principal
shall be responsible for:

f

1
1
1

promoting the educational policies and affairs of the school;
the day to day management and administration of the school;
carrying out duties, within budgets and guidelines set out and approved by the Council;

selecting, appointing and terminating staff, with the support of the appropriate members of
Council;

provide information and advice to the Council about the school’s operations and assist in
setting future directions for the school, i.e. strategic planning; and

keeping himself or herself informed of educational, political, economic and social trends likely
to affect the school.

15.3 Reporting to Council

The Principal is required to attend all meetings of the Council and report information relevant to
the school’s and Council’s functions, including but not limited to the following:

1
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operations of the school and significant events occurring between meetings;
up to date report of the school’s financial position;

learning outcomes and curriculum development;

progress within the school strategic plan;

staff requirement and management issues;

Occupational Health and Safety issues, i.e. critical incidents; and

Any issues that may have significant implications for the school.

In addition, the Principal may invite other teaching/administration staff to address the Council at
council meetings.
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The Principal is also encouraged to raise the following:
1 concerns he/she or teaching staff may have;
9 ideas they would like considered;
I changes to policy for discussion; and
1

other information that does not require a decision or consideration.

15.4 Principal Expectations of Council

The Principal is a valuable source of information and provides advice about the way in which the
school operates and in setting future directions for the school. The Principal should expect the
Council to have a sound and clear understanding of the school’s direction, financial and educational
policies.

The Principal should also expect the confidence, support and encouragement from the Council.
Both parties should work towards a positive and trusting relationship, and open and supportive
communication to the benefit of the children and the school.
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16  School Lockdown Policy
16.1 Rationale
Banksia Montessori is implementing this policy to ensure that in the event that students and staff
are faced with hazards in the school grounds, they may be locked within the buildings for their own
safety.
This policy applies to all employees, students, parents and people visiting the school.
16.2 Aims
The aim of this policy is to:
1. Provide a safe and secure environment for the school’s students and staff; and
2. Establish protocols and procedures that effectively monitor and manage potentially dangerous
situations.
16.3 Implementation

Banksia Montessori is a one building, one classroom school. The school is situated amongst
residential housing and is custom built for kindergarten and pre- primary children. The side of the
school facing the gate and the road is made of safety glass, and thus everyone can easily see if
there is a stranger entering the gate.

Should a situation occur while everyone is inside, the teacher-in-charge is to lock all doors. In the
meanwhile, the Teacher’s aides are to escort all children into the storeroom and keep the situation
calm.

Once everyone is inside the storeroom (i.e. including the teacher-in-charge), the door is locked and
a head count is carried out, making sure it tallies with the attendance record.

The Teacher-in-charge then rings 000 and maintains contact with the police until the situation
calms down.

The Teacher-in-charge notifies the parents of the situation but will instruct them not to attend the
school until the police say the situation is safe.
Should a dangerous situation occur while the children are in the playground:

1. The Teacher-in-charge sounds one continuous whistle blow

2. The Teacher’s Aides gather all the children and escort them to the storeroom

3. Once inside the storeroom, the Teacher’s Aides carry out a headcount to ensure all children
are safely inside

4. Parents and visitors at the school are guided inside verbally and join the children in the
storeroom
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5. Inthe meanwhile, the Teacher-in-charge locks all the doors
6. Once everyone is inside the storeroom (i.e. including the teacher-in-charge), the door is locked
7. The Teacher-in-charge then rings 000
8. The Teacher-in-charge then rings 000 and maintains contact with the police until the situation

calms down

9. The Teacher-in-charge notifies the parents of the situation but will instruct them not to attend
the school until the police say the situation is safe

This Lockdown procedure will be practiced once every term.
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17

17.1

17.2

17.3

17.4

17.5

Mobile Phone Use Policy

Purpose

Banksia Montessori School has established the following Acceptable Use Policy for mobile phones
that provides teachers, students and parents guidelines and instructions for the appropriate use of
mobile phones during school hours.

Responsibility

It is the responsibility of people who bring mobile phones onto school premises to adhere to the
guidelines outlined in this policy.

Acceptable Uses

Mobile phones should be switched off during lessons. Exceptions may be permitted in exceptional
circumstances. Such requests will be handled on a case-by-case basis, and should be directed to
the Principal.

While on school premises, phones should be switched to use soundless features such as text
messaging, answering services, call diversion and vibration alert to receive important calls.

Unacceptable Uses

Unless express permission is granted to the contrary, mobile phones should not be used to make
calls, send SMS messages, surf the internet, take photos or use any other application during
lessons.

Mobile phones must not disrupt lessons by ringing or beeping.

Should there be repeated disruptions to lessons caused by a mobile phone, the responsible person
may face disciplinary actions as sanctioned by the Principal or the School Council.

Theft or damage

The school accepts no responsibility for replacing lost, stolen or damaged mobile phones.

16 August, 2016 Page 53



Banksia Montessori School Policies and Procedures
Chatton St, Dianella Version 3

17.6 Inappropriate Conduct

People with mobile phones may not engage in personal attacks, harass another person, or post
private information about another person using SMS messages, taking or sending photos or
objectionable images, and phone calls.

It should be noted that it is a criminal offence to use a mobile phone to menace, harass or offend
another person. As such, if actions sanctioned by the Principal or the School Council are deemed
ineffective, as with all such incidents, the school may consider it appropriate to involve the police.
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18

18.1

18.2

18.3

Use of Electronic Facilities Policy
This Policy applies to all teachers, employees and contractors of the School.

It sets out the security, administration and internal rules which need to be observed when
communicating electronically or using the IT facilities provided by the School. All employees and
contractors need to familiarise themselves with the terms of this Policy in order to minimise
potential damage to themselves, colleagues, students and the School, which may arise as a result of
misuse of email or Internet facilities.

School Property

The School is the owner of copyright for all email messages created by employees and contractors
while performing their duties.

Monitoring

From time to time, the contents and usage of email may be examined by the School or by a third
party on the School’s behalf. This may include electronic communications sent to or by employees
and contractors, both internally and externally.

Emails should be structured in such a way as to recognise the fact that the School may from time to
time have the need to examine its contents.

In addition, the School’s computer network is a business and educational tool to be used primarily
for business or educational purposes. It is therefore the responsibility of employees and
contractors to use these resources in an appropriate, professional and lawful manner.

All messages on the School’s system are treated as education or business related messages, which
may be monitored. Accordingly, any information or document transmitted or stored on the
School’s computer network cannot be expected to be regarded as private.

Employees and contractors must also be aware that the School may also monitor Internet use, both
during school working hours and outside of those hours. This includes monitoring the sites and
content visited and the length of time spent using the Internet.

Furthermore, emails may be archived by the School as it considers appropriate.

Personal Use

School Internet and email facilities may be used to send and receive personal messages, provided
that such use is kept to a minimum and does not interfere with fulfilling work requirements.
However, it must be noted that any use of the Internet or email for personal purposes is still
subject to the same terms and conditions as otherwise described in this Policy.

In the case of shared IT facilities, it is important to respect the needs of colleagues and use the
Internet and email in a timely and efficient manner.
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18.4

Excessive or inappropriate use of email or Internet facilities for personal reasons during working
hours may lead to disciplinary action.

Content

Email correspondence should be treated in the same way as any other correspondence, such as a
letter or a fax. That is, as a permanent written record which may be read by persons other than the
addressee and which could result in personal or the School’s liability.

The email author or the School may be liable for what is said in an email message. Email is neither
private nor secret. It may be easily copied, forwarded, saved, intercepted, archived and may be
subject to discovery in litigation. The audience of an inappropriate comment in an email may be
unexpected and extremely widespread.

The Internet or email facilities should never be used for the following purposes:

1. to abuse, vilify, defame, harass or discriminate (by virtue of sex, race, religion, national origin
or other);

2. tosend orreceive obscene or pornographic material;

3. to injure the reputation of the School or in a manner that may cause embarrassment to the
School;

4. to spam or mass mail or to send or receive chain mail;
5. toinfringe the copyright or other intellectual property rights of another person; or

6. to perform any other unlawful or inappropriate act.

Email content that may seem harmless to one person may in fact be highly offensive to another. It
is important to note, therefore, that in determining whether an email falls within any of the
categories listed above, or is generally inappropriate, the School may consider the response and
sensitivities of the recipient of an email rather than the intention of the sender.

If inappropriate material is received by email, it should be deleted immediately and not forwarded
to anyone else. It would also be appropriate to discourage the sender from sending further
materials of that nature.

Comments that are not appropriate in the workplace or school environment are also inappropriate
when sent by email. Email messages can easily be misconstrued. Accordingly, words and attached
documents should be carefully chosen and expressed in a clear, professional manner.

Use of the School’s computer network in a manner inconsistent with this policy or in any other
inappropriate manner, including but not limited to use for the purposes referred to in paragraph
18.3 of this policy, will give rise to disciplinary action, including termination of an employee's
employment or contractor's engagement.

16 August, 2016 Page 56



Banksia Montessori School Policies and Procedures
Chatton St, Dianella Version 3

18.5

18.6

Privacy

In the course of carrying out duties on behalf of the School, employees, contractors and Council
Members may gain access to, or handle personal information relating to others, including students,
colleagues, contractors, parents and suppliers. Email should not be used to disclose personal
information of another except in accordance with the School's Privacy Policy or with proper
authorisation.

The Privacy Act requires that the School take reasonable steps to protect the personal information
that is held from misuse and unauthorised access. It must be stressed therefore, that responsibility
be taken for the security of personal computers and ensure that they do not allow access by an
unauthorised party, which specifically includes anyone who is not an employee of the School.

A personal login code and password is provided to all employees and contracts to use the School’s
electronic communications facilities. These details must not be disclosed to anyone and steps are
to be taken to keep these details secure. For example, passwords should be changed regularly and
login codes and password are not to be kept in writing close to the working area.

It is important to either lock the screen or logout when leaving the computer unattended. This
avoids others gaining unauthorised access to one’s own personal information, the personal
information of others and confidential information within the School.

In order to comply with the School’s obligations under the Privacy Act, the use of the blind copy
option is encouraged when sending emails to multiple recipients where disclosure of those persons’
email addresses may impinge upon their privacy.

In addition to the above, familiarity with the National Privacy Principles ('NPPs') is encouraged as is
ensuring that the use of email does not breach the Privacy Act or the NPPs. If you require more
information on the Privacy Act and how to comply, please contact the School Administrator.

Distribution and Copyright

When distributing information over the School’s computer network or to third parties outside the
School, employees and contractors must ensure that they and the School have the right to do so,
and that intellectual property rights of any third party are not being violated.

If unsure as to whether sufficient authorisation to distribute the information is held, please contact
the School Administrator.

In particular, copyright law may apply to information being distributed and must always be
observed. The copyright material of third parties (for example, software, database files,
documentation, cartoons, articles, graphic files and downloaded information) must not be
distributed through email without specific authorisation to do so.
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18.7 Confidentiality

As mentioned above, the Internet and email are insecure means of transmitting information.
Therefore, items of a highly confidential or sensitive nature should not be sent via email. It is
important to note that there is always a trail and a copy saved somewhere, not necessarily only on
the School’s network server.

There is a possibility that outgoing email sent over the Internet may arrive scrambled or truncated,
may be delayed, may not arrive at all, or may be sent to the wrong address. Where outgoing email
is important or urgent, it is good practice to verify that the recipient has received the email in its
entirety.

All outgoing emails must contain the School's standard disclaimer message, which reads as follows:

The contents of this email are confidential. Any unauthorised use of the contents is
expressly prohibi@ If you have received this email in error, please advise by
telephone (reverse charges) immediately and then delete/destroy the email and any
printed copies. Thankyou.

There is a risk of false attribution of email. Software is widely available by which email messages
may be edited or “doctored” to reflect an erroneous message or sender name. The recipient may
therefore be unaware that he or she is communicating with an impostor. Accordingly, a reasonable
degree of caution is to be maintained regarding the identity of the sender of incoming email. The
identity of the sender should be verified by other means if there are concerns.

Old or unnecessary email messages are to be deleted and only those email messages that need to
kept are archived. Retention of messages fills up large amounts of storage space on the network
server and can slow down performance. As few messages as possible are to be maintained in the
email’s in and out-boxes. If there are emails that may be required at a later date, they are to be
saved on a network directory so that appropriate backups are made School wide.

18.8 Viruses

All external files and attachments must be virus checked using scanning software before they are
accessed. The Internet is a potential host for computer viruses. The downloading of infected
information from the Internet is potentially fatal to the School computer network.

A document attached in an incoming email may have an embedded virus. Virus checking is done
automatically, however, if there are concerns about an email attachment, or if unsure as to
whether it has been automatically scanned for viruses, it should not opened.

18.9 General

The terms and recommended conduct described in this policy are not intended to be exhaustive,
nor do they anticipate every possible use of the School’s email and Internet facilities. Always act
with caution and take into account the underlying principles intended by this policy. If unsure of
the appropriate action relating to use of email or the Internet, contact the School Administrator.
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19

19.1

Occupational Health and Safety Policy

The Occupational Health and Safety Act (1994), together with Occupational Safety and Health
Regulations 1996 (the Regulations), are the principal legislation governing occupational safety and
health in Western Australian workplaces. The Occupational health and Safety (OHS) Act recognises
the degree of control exercised by those with management responsibility and assigns duties and
responsibilities to these persons accordingly.

It is every school’s responsibility to provide a school environment that is safe and healthy where
hazards are minimised and controlled.

Banksia Montessori School is committed to:
9 providing a safe environment for students, staff, parents and other visitors
I adhering to compliance of law with regards to OHS
I reducing the risk of injury

Level of Responsibility

The School Council is responsible to the school community for:
9 developing and adopting the policies
I compliance of law with regards to Occupational Health and Safety

I organising maintenance work regularly

The Principal is responsible for ensuring:

the building and surrounds are safe for occupation

play areas are safe and supervised at all times

there is proper ventilation, heating and cooling systems in the classroom
food preparation areas and kitchens are kept clean at all times.
children and staff are well and fit to be in school

duties are delegated to other staff properly

volunteers understand their responsibilities of care

staff have short breaks (for a drink, etc.)

all safety and health policies are in place

adequate and proper supervision of children is provided at all times
proper medical procedures are applied to minor injuries

medical procedures are recorded

incidents and accidents are recorded

contact details of parents are accessible

emergency procedures are displayed (e.g. evacuation procedures)

doors are clearly marked EXIT
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signage is installed to hazard areas
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I a duty of care is provided to children from the time they arrive at school to the time they are
picked up

I emergency procedures in case of accidents or incidents are followed
9 staff have current First Aid training
9 safety procedures include:

a) all cleaning products are kept out of children's reach

b) all equipment is in working order

c) all furniture and playground apparatus are safe

d) buses used for transporting children have seatbelts

19.2 Occupational Health and Safety

The school will nominate someone to take charge of Occupational Health and Safety matters and
thus assist the Principal in maintaining a safe environment for students and staff as outlined above.

19.3 Reporting Notifiable Injuries and Diseases

The School must report cases of work-related injury, disease or injury resulting in the death of an
employee to the WorkSafe Western Australia Commissioner, under s231 of the Act.

Related Documents:
1. Student Health Care policy outlined in the Parent Handbook
2. ChildProtectionPolicy outlined in section 6 this document

3. The Parent Handbook
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20 Records Management Policy

20.1 Introduction

This policy covers the requirements of the School Council in regards to fiduciary duty and Council
records management, as well as the management of school records.

20.2 Summary

I The Treasurer is to keep accurate books, ensure these are independently audited and present
the report at the AGM.

I The Secretary is to keep accurate minutes, distribute them to the council and ensure all
minutes and important correspondence is kept in the Minutes File in the office and kept for
the life of the school.

I Employments is to keep all signed contracts and other employee documents.

9 All financial and employment documents are to be stored in a secure and confidential place for
five years then shredded.

I Student records are to be kept by the Principal in a confidential, secure and easily accessible
manner for students and parents to access on request.

f Student records are to be kept for the life of the school then removed to another appropriate
storage facility so that former students or parents may access them.

20.3 Financial Records

The Treasurer is to keep accurate books for the financial year January to December. Each year at
the School Council AGM an independent auditor is to be nominated and the Treasurer needs to
ensure the books are presented to that auditor following the end of the financial year. The
Treasurer must also ensure the auditor’s report is ready to be presented at the subsequent AGM.

The financial records must be kept in a secure and confidential place for five years and then
shredded. The original signed auditor’s report must be kept in the Audited Accounts File in the
office for the life of the school.

20.4 School Council Records

The Secretary must ensure that accurate minutes are taken of each meeting and distributed to the
Council Members. A copy of the minutes must be kept in the Minutes File in the school office and
available on request to any parent. At the end of each year the Secretary must ensure the
complete set of minutes is in the office along with any important correspondence or other
documents. These minutes must be kept for the life of the school.
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20.5 Personnel Records

Employment is to keep signed copies of employee contracts and other documents relating to
employees. At the end of each financial year these documents must be stored in a secure and
confidential place with the financial documents, kept for five years and then shredded. Documents
relating to long service leave entitlements, sick leave entitlements and other entitlements may
need to be kept longer than five years as required.

20.6 School Records

The Principal must keep accurate records of all students, along with class registers and store them
in a way that is confidential and secure but easily accessible in the future should parents or former
students request access to their files. These student records must be kept for the life of the school
and then moved to an appropriate storage facility so that any former student may be able to access
their records.
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21

21.1

21.2

Staff Induction Policy

Introduction

Newly appointed employees at Banksia Montessori School will undergo an induction process that
introduces them to the School and their direct worksite. In most cases, the process begins within
the first few months of the appointment of a new member of staff regardless of start date.

Induction may be defined as the formal process of familiarising employees with their roles,
responsibilities and entitlements, and orientating them to applicable workplace and organisational
policies, resources and support services.

A supportive and effective induction program welcomes newly appointed employees and
accelerates a sense of acceptance and belonging to the School. It delivers key information about
the School Vision and Mission, culture, values and policy settings to guide responsible and
appropriate behaviour and decision making.

Staff induction also provides newly appointed staff with an understanding and appreciation of the
specific requirements of their job and knowledge of the functions of their work area.

Process

New employees will begin their process of induction through an interview with the Principal. Upon
receipt of, signing of and subsequent return of their contract of employment, as per the National
Employment Standards (NES), a copy of the Fair Work Information Statement must be made
available to the new staff member.

All new employees are to also receive the relevant Australian Tax Office documents regarding tax
thresholds, documentation pertaining to the payment of superannuation into a fund(s) of their
choice and documents that allow the school to pay their after tax salary into a bank account of their
choosing.

New staff are to submit the documents to Employment at least seven (7) days prior to the next pay
cycle or they risk being taxed at the highest tax level until this is done.

Following on from the initial interview, signing of contractual documents and distribution of the
other relevant documents as noted above, and an induction meeting with the Principal for each
new employee in attendance, will occur. The Induction Meeting will include each of the following:

I Anintroduction of all people present and their roles

Outlining the clear expectations of the Principal for all employees of the School
A brief history of the School

The Vision, Mission and Ethos of the School

Outlining of Administrative Matters, leave, sick leave and Superannuation

Staff Handbook distribution, which includes Staff Policies and Procedures
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Outlining of security matters including access onto site, passwords and codes for alarms, keys
for entry and safe practices for after hour’s entry and use of facilities
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I School Timetable details, Staff Duties, General Daily Procedures

I General Staff information such as Tearoom organisation, amenities charges, First Aid,
Occupational health and Safety, Evacuation Procedures, Employee Parking and Insurance of
personal property

21.3 Responsibility

The Principal if responsible for:
T providing induction for all new employees within the first few months of appointment;

T informing new employees of all relevant legislation and school policies that govern their roles
and responsibilities;

I familiarising new employees with their job requirements and the school’s systems and
processes relevant to their position; and

I promoting the school’s vision, mission and culture and values through reference to the various
staff related policies and procedures within the school.

21.4 Staff Induction Checklists

Ensure that the Staff Induction Checklist below is followed.

21.4.1 Prior to Commencement

1. Plan and document the newly appointed employee’s Induction Program.

2. Confirm that the employee fully understands the contract and has returned a signed
original copy for his or her personnel file (duplicate to be kept by employee).

3. Discuss any special requirements of the employee (for example, any adjustment to the
workplace to address any employee disability) and make necessary arrangements.
4. Advise the employee of arrangements for his or her first day, including:
a) how to get to the School (including public transportation and parking options);
b) work start time and whom to meet; and
c) access to the School.

5. Plan the formal induction for the new employee — dates, times and program.
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21.4.2 First Day

1.

©® N o v B W N

10.

11.

12.

Ensure the employee completes and submits a Tax File Number Declaration and ATO
Withholding Declaration, if not already done so.

Ensure that the employee agrees and signs the Staff Handbook Acknowledgement Form.
Provide the employee with School keys, security pass-codes, etc.

Familiarise employee with school site.

Introduce employee to colleagues.

Provide a physical orientation of the workplace and description of the local area.

Discuss emergency procedures and emergency exits.

Discuss:
a) The Mission, Vision, values and goals, policies and procedures of the School.

b) Workplace expectations and protocols (for example- cooperation and collaboration,
dress code, codes of behaviour, attendance at staff meetings, representing the School
externally); and

c) Professional development expectations and opportunities.

Provide information on work contract hours, meal breaks, applying for and taking leave
and so forth.

Explain to the employee how to use the School Internet, Email address book and School
Telephone Directory , and provide to them the school staff phone list.

Outline communication protocols and etiquette (style guides, communications with
Students, Parents and School Council).

Outline email protocols and explain how to use the School photocopier, telephones and
camera equipment.
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21.4.3 First Week and First Month

Discuss procedures for:

a) First Aid

b) Fire

c) Health and Safety

d) Personnel and Payroll Staff
e) Library

f) Professional Learning

Explain Grievance Resolution Policy and Procedure.

Inform new employee of school communication tools, i.e. Computer, Internet, Emails and
so forth.

Outline assessment and record keeping policies and requirements.

Ill

At end of Week 1, arrange an informal “catch-up” to share information and gain the new
employee’s perception of their work environment. Ask the new employee whether their
role is in keeping with their expectations and obtain any further information they may
need.

After one month, meet with the employee to record and verify their attendance and
participation in all planned induction activities that have occurred or are continuing.
Address any inconsistencies between the job in practice and the employee’s perception of
their role and working environment.

16 August, 2016

Page 66



Banksia Montessori School Policies and Procedures
Chatton St, Dianella Version 3

22  Student Health Care Policy

Schools and teachers have a responsibility to take reasonable care for the safety of the students
under their supervision. Reasonable care, or duty of care, means that the school and its teachers
must respond to elements of foreseeable risk and take steps to ensure that a student does not risk
injury thus placing the health of the student at risk.

Banksia Montessori school has the following responsibilities and commitments:

T
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request medical information from parents/carers on all students in the school to ensure
awareness of all students with asthma or severe allergies

require an action plan from the parents. This is obtained from the medical practitioners
keep all asthma records where easily accessible by all staff

educate the staff in administration of medication

display a list of students with asthma and severe allergies in a central location

require asthma medication from parents to be kept at the school

require an Epipen for children with severe allergies to be kept at the school

make sure medical records are updated

administration of medicine is documented

make sure parents fill in and sign the Authority to Administer Medicatioform

make sure the medication kept in the school is current

All current medications are kept in a secured box labelled “FIRST AID KIT”, which is accessible
to all concerned staff but out of the reach of children.
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23  Healthy Food and Drink Policy

Banksia Montessori school practices a “healthy eating policy”. This policy is discussed during
orientation of new students and also reflected in the Parents Handbook. A healthy morning tea is
served daily by the school, courtesy of the parents on roster.

The school has also provided a filtered water tank to encourage the children to drink plenty of
water.
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24

24.1

Sun Protection Policy for Students and Staff

It is estimated that 75% of skin cancers could be prevented by implementing sun protection policies
from early childhood.

Banksia Montessori school is committed to helping reduce the skin cancer problem through its
strict policy on sun protection and have thus implemented the SunSmart policy of “No hat, no
play”, which applies to all children. A broad brimmed hat is required for every child during outdoor
play, excursions and picnics. The school provides sunscreen to be used by all children and staff
especially during the first and last terms of the school year. Parents are free to buy their own
sunscreen if their children have special requirements. Consideration is also given to sun protection
for staff involved in outdoor activities, including yard duties.

Rationale

Australia has the highest rate of skin cancer in the world. Research indicates that childhood sun
exposure is an important contributing factor to the development of skin cancer. As students are at
school during times when UV radiation levels are at their highest, schools play a major role in
minimising student’s UV exposure.

The school has adopted the SunSmart policy to ensure all staff and children attending Banksia are
protected from skin damage caused by UV radiation from the sun. This policy is to be implemented
throughout the year, but with particular emphasis from the beginning of September through to the
end of May. The sun protection practices outlined in this policy will be applied to all school
activities, including play time and excursions.

This policy has been developed in consultation with the whole school community.
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24.2 The School’s Commitment

Banksia will:

1
1
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Inform parents of this SunSmart policy when they enrol their child(ren);
Promote sun protection via newsletters, assemblies and parent and staff meetings;

Ensure there is adequate provision of shade within the school grounds for students and staff,
by planting trees and building shade structures;

Include sun protection education in the school curriculum of at least three grade levels;
Encourage role modelling of sun protective behaviour by staff, parents and guests;
Require staff and students to wear broad-brimmed, bucket or legionnaire hats when outside;

Direct children without a broad-brimmed, bucket or legionnaire hat to play in an area that is
protected from the sun;

Encourage staff and students to use shaded or covered areas when outside;
Ensure that adequate shade is provided at outdoor events;

Timetable as many outdoor activities as possible, including assemblies, sport and physical
education before 10 am and after 3 pm. When this is not possible activities should be
scheduled as far from 12 noon as possible;

Encourage the use of SPF 30+ broad-spectrum, water-resistant sunscreen by:

0 listing sunscreen as an item students are required to buy for the school year

0 providing sunscreen in the classroom

0 allowing students time to apply sunscreen 20 minutes prior to outdoor activities; and

Review the SunSmart policy annually.
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24.3 The School’s Expectations

Parents/Carers will:

I Provide a SunSmart Banksia hat for their child(ren) and ensure that they wear it to and from
school;

1 Ensure that their child(ren) apply SPF 30+ broad-spectrum, water-resistant sunscreen 20
minutes before leaving for school;

I Ensure that their child(ren)’s clothing provides adequate protection from UV radiation. The
Cancer Council WA recommends the following:
0 collars and sleeves
0 closely woven fabric
0 natural fibre

I Act as positive role models by practising SunSmart behaviour; and

I Support the school’s SunSmart policy and help design and regularly update the policy

Students will:
I Be aware of the school’s SunSmart policy;
Take responsibility for their health by being SunSmart;
Comply with SunSmart rules and guidelines by wearing suitable hats and clothing;
Apply SPF30+ broad-spectrum, water-resistant sunscreen 20 minutes before going outdoors;
Use shaded or covered areas outdoors;

Act as positive role models for other students in all aspects of SunSmart behaviour; and

= =4 -4 -4 -—a A

Participate in SunSmart education programs.

24.4 Evaluation
The School Council will review the effectiveness of this policy yearly.

They will:

1. Review the SunSmart behaviour of students, staff, parents, and visitors and make
recommendations for improvement;

2. Assess shade provision and usage and make recommendations for increases in shade
provision; and

3. Update and promote material relevant to SunSmart activities.
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Appendix A

Sample

OHS Incident Report Form
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9275 5997 info@banksia.wa.edu.au

-
www.banksia.wa.edu.au

OHS Incident Report

Date of Accident: / / Time of Accident:

Name of Student:

Age: Date of Accident: / /

Circumstances of Accident:

Nature of Injury:

Treatment:

Was Medical Attention Required?

Who? Where?

Staff Name & Signature:

Witness Name & Signature:

Parent Name & Signature:

Follow Up Strategies:

OHS Incident Report Page 1
Last Updated 16 August, 2016
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Appendix B

Sample

Complaints Log
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ABN: 61865422616

9275 5997 info@banksia.wa.edu.au

www.banksia.wa.edu.au
Complaints Log

Date Child’s Name Parent’s Name Issue Raised Teacher Outcome

Complaints Policy - Complaints Log Page 1of 1
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Appendix C

Sample

Behaviour Incident Report Form
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Behaviour Incident Report Form

Name of Reporter: Date: / /

Type of Incident:

(e.g. Bullying, aggressive behaviour)

Names of those involved (including witnesses):

Description of Incident:

Actions Taken:

Were parents informed? YES NO

Any further actions necessary? YES NO

Signature of reporter:

Behaviour Incident Report Form Page 1 of 1
Last Updated 16 August, 2016
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Appendix D

Sample

Eyes on Street Incident Report Form
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% .- . < RE STOPPLRS
i o A A 41800333000

i EYESR¥STREET
_ng: 9263 2571 Emgil: crimeﬂ;ppgg@police.wa.gov.au

INCIDENT REPORT |,

[‘Organisation ' } Submitted by ‘ Suburb of Incident )
: !
= ,

[ e o

INClDENT SUMMARY What has happened and how, why. when where, who

[ If space here 18 insufficient, please continue on the reverse of this sheet or submit a further adaitional sheet

SUSPECT DESCRIPTION/ PERSON OF INTEREST [funsurs, leave blank

1. Description - tick box as appropriate

| If other please explain:

GENDER CladuttM [ JAduttF []Juvenile M1 Juvenile F |

APPEARANGE Describe 1

AGE [Jet0 [_110-20 [_120-30 [_]130-40 [_J40-50 [150-80 [J&0+ | -
HEIGHT (em)  [J<150  [J150-160 [J161-170  [l471-180 [J181-190 [ 1190+ I .

HAIR COLOUR [ IBionde | JBrown [ IBlack UGrey  LlRed LlOther | .

HAIR LENGTH | ] Bald [Jshort | Collar [ Ishouider [ Long L] Other |

HARTYPE  [IStaight [ ICuly [ IWawy [ ITiedback [IMulet [ 1Other [

BUILD |_ISlim | Medium | Solid | Obese || Cther |

COMPLEXION [1Dark  [JFair  [loive  [lRudey [lother |

EYECOLOUR [IBue [ JBrown reen [ |Hazel [ JGrey L] Other |

_ ICIALHAIR ] Beard ClGoatee  [IMoustache [Sidsbums [ Other i —
FEATURES  [scars  [lTattoos  [Bithmarks []Other ‘

—_— —

CLOTHING ___ Describe: |

If space here is insufficient, please continue on the reverse of this sheet or submit a further additional sheet

=
2. Person of Interest - supply details if known
Surname Given names = Estimated age DOB
Address

1/2 storey, house/unit,

-

Reg. Number | Make ‘ Model | Colour

Distinguishing features
(camaged pansls/roo bar/identifiable features)

Note: Please treat this information as private and conlidential. Strictly for the use of the office of Crime Prevention and WA palice.
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Appendix E

Sample Wording for

Child Abduction Response Plan Letters
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Sample Letter 1
Dear Parent/Carer
| am writing to inform parents and carers about a reported incident in the nearby community.
EDIT THE FOLLOWING PARAGRAPH AS NEEDED:

A student from our school / OR another local school [name the school] reported that on the way to
school on [day date] / OR on the way home from school on [day date] a male person / female
person was acting suspiciously in the area of [street name/area]. The matter has been reported to
police.

[ThePrincipalto note ¢ do not include specifidetails of the incident such as number plates and
identifying details of individuals unless you are specifically asked to do so by WA Police. Otherwise,
police investigations and cases may be compromised.]

In light of this reported incident | urge all children to take care when going to and from school, and
to report anything suspicious to their parents, the school and the police.

You can call 13 14 44 to report an incident to WA Police (only use 000 in an emergency) or 1800 333
000 to reach Crime Stoppers.

Here are some suggestions to help your children stay safe:

9 always travel in a group
walk on the right hand side of the road to face oncoming traffic
wherever possible, leave space between you and the roadway
stay in areas that are well lit

== =4 4

stay in view — avoid going into areas that are hidden (such as parkland bush or behind
shopping centres)

I be alert — earphones and headphones can reduce your awareness considerably

i if you have a mobile phone, have it turned on and ready to dial an emergency number

I if a passing car stops nearby, never get too close

I run from a situation if you feel at risk

i give this advice to your brothers and sisters, especially if they are younger

i report suspicious behaviour to your parents, school and the police

9 if you can get it safely, try to photograph or remember the number plate of the car

I report numbers plates of cars and the clothing or distinguishing features of individuals to
police.

To get the latest community safety information from police, visit WA Police on Facebook
www.facebook.com/WA.Police or online at www.police.wa.gov.au.

If you have any concerns, please feel free to contact me at school.

Yours sincerely,
Principal
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Sample Letter 2

Dear Parents/Guardians,

| am writing to give you further information following the recent letter/report of a student/s being
approached by a person/vehicle near our school on <date> and in <location>.

As you know, we take all reports like this very seriously in the first instance and notify parents and,
if necessary, the Police.

In this case, the Police have investigated the report/s and | am happy to say that they have advised
me there is no information about this matter that suggests there is an ongoing threat to the
children/students in our school.

If you have any queries regarding this matter, do not hesitate to contact the School or discuss your
concerns with your child’s teacher.

Yours faithfully,

Principal
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